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l. Answer all questions, each in a word or sentence.

)
1. Who authored the essay 'facebook is making us Miserable'?

2. What is the purpose of business reports?

3. What are the factors to be included in an agenda?

4. What is listed under'Apologies' in the minutes of rneetings?

5. What does the abbreviation ROI stand for?

6.Giveatipyoucou|drecommendtopromoteabusiness.

7 Write the full form of CV'

B. Differentiate between interviewee and intervtewer.

g,Createatag|ineforpromotingthesa|esofamobi|ephone.

10 What are the physical preparations to be made for an interview?

{10x1=10Marks)
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ll. Answe r any eight, cach irr a slrclrl paragraph not exceeding 50 words

11 Disr:uss sonr() rnterview clirtLrelles.

12 What are thc: factors to lle kr:pt in niincJ wlrrle drafting a cover letter')

13. How will you begin a letter seeking pernrission for leave stating a reason':-

14 What are llre ttiings to avoid in rninutes"i

'15. Write arry two frequently asked questions in an rnterview

16 What are some of the things not recommended during an interview?

17. What qualities of leadership did JRD Tata possess?

18. How will you begin an appointment letter to a candidate selected fcr a job'i

19 Suggest a few tips to write a good tupol

20. How will you tackle a question like 'why did you quit your previot.rs job'e

21. What according to Arthur Helps does the love of truth do to a nran?

?2. What are the different ways in which you can boost the morale r:f yclir

employees?

23. How is facebook impacting the lives of business people?

24. Suggests some tips on writing minutes of meetings.

25. Write some do's and don't's while drafting an e-mail.

26. What is the 'Comparing Trap' that Tom Delong descrittes in his booh 'f:lvirrg

Without a Net'?

{8 x 2 = 16 Marks}
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lli An'-wlr any six, rl,rr ll ir) [);r;l(rr.rprr rrol ox( {}(:rrrrtq 100 wr;rr1s

'':i [''']trlllrrtt lltt] s()(ltJrf t(,t) ttrwlrrr.lr rnfrirrn,rlrorr sltntrlti br: Llresc'tttcr] irr a resume.

. i1 A' 'ltt ltttt--trr;ll Myul;tttt [*tcl Wrrtc itn t:-rn;trl to your Internshtp project manager

'llrottl ,lri lllflovittivt: s;-tlc technrrlur: th;it you {)an IJtoneer In order to increase the
s;rlr:s of r.osmetrr:s ltroducecj by the cornpany.

'.)'i Wrrlc ;l lq:ttr:r o{ complaint to the Mayor of your corporation complaining about the
irrrirsr,rrnrinate dumping of waste in lour locailty.

:l{r Merrlion any four frequently asked questions about your qualities.

31 What are the key points you will include in an ad for washing powder?

32 What does Narayana Murthy say about the Indian spiritual tradition?

33 Write a short note on the checklist for interviewers.

J

34 What is a subject line?

35 Describe Sudha Murthy's experience at Telco's Pimpri office interview.

36 Who is N.R. NaraYana MurthY?

37 Write a few tips on preparing for interview'

3g, Lrst some questions the interviewer may ask on your skills.

(6x4=24Marks)

lV. Answer any two, each in abdut 300 words'

39YouareKrishnaKumar/seemachopraapplyingforthepostofBttsines'':
Devefopment Managei in Atlas solutions irvt' Ltd, a leading soflware comiran\'

PrePare a resume.

4A. Draft an e_mair notice as Mr. sooraj Kapoor, generar rxanager. High Tt-'-i

Fashionstotheemp|oyeesofthefirmregarciinganUrgentbusinessnleL]llllC
Inc|udetheagendaand.a|sopreparethentrnutesofthemeeting.
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What are the life lessons the varicus events have taught N.R. Narayana tulurthy?

Yr:ur college administration would like ta improve the facilities available in the
college canteen. They require a report lrom you so that they can take suitable
decisions. Plan and draft a report on ' lrnproving canteen facilities in our college",

what are Daniel Gulati's observations on social networking sites?

Prepare a cover letter for the resume of accounts manager at Zenith super
syslems advertised in the Hindustan Times.

(2 x 15 = 30 Marks)
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